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REP300 

REP300 Accessing GEARS Reports 

KK Reports 
Lesson Overview 
This lesson will review the process for generating the appropriate Commitment Control reports in 

GEARS. 

7.1 Reviewing Budget Activity via Online Inquiries 

In this topic, you will use Budgets Overview inquiry pages to review budgets established in 

Commitment Control.  Use the Budget Overview inquiry page to create a budget inquiry for 

Operating Budgets established for a budget period and monitor the activity against the budget 

including pre-encumbrances, encumbrances, and expenses. 

  

After completing this topic, you will be able to: 

 Create a Budget Overview Inquiry for future use 

 View a summary of the existing Operating budget amounts for a budget period 

Procedure 

 
In this topic, you will use Budgets Overview inquiry pages to review budgets established in 

Commitment Control.  

 

 

Step Action 

1. Navigate to the Budgets Overview page. 

 

Click the Main Menu button. 

 

2. Click the Commitment Control menu. 

 

3. Click the Review Budget Activities menu. 

 

4. Click the Budgets Overview menu. 
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Step Action 

5. The Budgets Overview search page displays. 

 

Click the Add a New Value tab. 
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Step Action 

6. The Add a New Value tab displays. 

 

Enter the desired information into the Inquiry Name field. Enter "BUDVW01". 

7. Click the Add button. 

 

 

 
 

Step Action 

8. The Budgets Overview page displays. 

 

Enter the desired information into the Description field. Enter "OPERATING 

BUDGET OVERVIEW". 

9. Click the Look up Ledger Group button. 
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Step Action 

10. Click the OPER_DTL link. 

 

11. Use the scrollbar to scroll down to the Chartfield Criteria Section of the page 
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Step Action 

12. Enter the desired information into the Chartfield From Value Program field. 

Enter "B006". 

13. Enter the desired information into the  Chartfield To Program field. Enter "B006". 

14. Enter the desired information into the Chartfield From Fund field. Enter "0001". 

15. Enter the desired information into the Chartfield To Fund field. Enter "0001". 

16. Click the Save button. 

 

17. Click the Search button. 

 

 

 
 

Step Action 

18. The Budgets Overview Inquiry Results page displays. 

 

Use the scrollbar to reveal the Budget Overview page fields. 
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Step Action 

19. These are the detail Operating budgets. 

20. Click the Return to Criteria link. 
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Step Action 

21. Next you will use the budget inquiry you just created. 

 

Click the Budgets Overview menu link. 

 

 

 
 

Step Action 

22. The Budgets Overview search page displays. 

 

Enter the desired information into the Inquiry Name field. Enter "BUDVW01". 

23. Click the Search button. 
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Step Action 

24. NOTE: The budget inquiry you created has been saved and is available for future 

use. 

25. You have successfully completed the Reviewing Budget Activity via Online Inquiries 

topic. 

 

You have learned how to: 

- Review and navigate budget activity in GEARS 

End of Procedure. 

7.2 Running the Budget Transaction Detail Report 

In this topic, you will run the Budget Transaction Detail Report. You will create a run control 

to execute the Budget Transaction Detail Report.  

   

After completing this topic, you will be able to: 

 Create a run control for running the  Budget Transaction Detail Report 

 Generate and review Budget Transaction Detail Report 

Procedure 

 
In this topic, you will run the Budget Transaction Detail Report. 
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Step Action 

1. Navigate to the Budget Transaction Detail page.  

 

Click the Main Menu button. 

 

2. Click the Commitment Control menu. 

 

3. Click the Budget Reports menu. 

 

4. Click the Budget Transaction Detail menu. 

 

 

 
 

Step Action 

5. The Budget Transaction Detail search page displays. 

 

Enter the desired information into the Run Control ID field. 

Enter "BUD_RPT_TEST00". 

6. Click the Add a New Value tab. 
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Step Action 

7. The Add a New Value tab displays. 

 

Click the Add button. 
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Step Action 

8. The Commitment Control Budget Transaction Detail Report page displays. 

 

Un-check the User Budget Overrides option. 

 

9. Enter the desired information into the Choose a date field. Enter "a valid date". 

10. Click the Look up Ledger Group (Alt+5) button. 

 

 

 
 

Step Action 

11. Click the OPER_SUM link. 

 

12. Click the Refresh button. 

 

13. Use the scrollbar to scroll down and reveal all of the available report chartfields. 
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Step Action 

14. Click the Include CF option in the Program Cost Account chartfield. 

 

15. Click the Include CF option in the Fund Code chartfield. 

 

16. Click the Include CF option in the Account chartfield. 

 

17. Click the Include CF option in the Program chartfield. 

 

18. Click the Include CF option in the Appropriation Number chartfield. 

 

19. Click the Include CF option in the Appropriation Year chartfield. 

 

20. Click the Include CF option in the Batch Agency chartfield. 

 

21. Click the Save button. 

 

22. Use the scrollbar to go back to the top of the page. 
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Step Action 

23. Click the Run button. 
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Step Action 

24. The Process Scheduler Request page displays. 

 

Click the OK button. 

 

 

 
 

Step Action 

25. The Commitment Control Budget Transaction Detail Report page displays. 

 

Click the Process Monitor link. 
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Step Action 

26. The Process List displays. 

 

Click the Refresh button. 

 

Note: You will have to click on the refresh button a few times to see the 'Run Status' 

change. 

 

27. Click the Details link once the Run Status is successful. 

 

 



Training Guide 

 
Commitment Control Reports 

 

 Page 16 

 
 

Step Action 

28. The Process Detail page displays. 

 

Click the View Log/Trace link. 
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Step Action 

29. The View Log/Trace page displays. 

 

Click the gls8005_xxxxx.PDF link. 

 

 

 
 

Step Action 

30. The Budget Transaction Detail Report displays in a new window. 

 

Use the scrollbar to see each page of the report. 

31. You have successfully completed the Running the Budget Transaction Detail Report 

topic. 

 

You have learned how to: 

- Run the Budget Transaction Detail Report 

End of Procedure. 

7.3 Running the Ledger Detail Report 

In this topic, you will run the Ledger Detail Report. You will create a run control to execute the 

Ledger Detail Report. 

  

After completing this topic, you will be able to: 

 Create a run control for running the Ledger Detail Report 

 Generate and review Ledger Detail Report 
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Procedure 

 
In this topic, you will run the Ledger Detail Report. 

 

 

Step Action 

1. Navigate to the Ledger Details page. 

 

Click the Main Menu button. 

 

2. Click the Commitment Control menu. 

 

3. Click the Budget Reports menu. 

 

4. Click the Ledger Details menu. 

 

 

 
 

Step Action 

5. The Ledger Details search page displays. 

 

Enter the desired information into the Run Control ID field. Enter 

"BUD_RPT_TEST10". 
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Step Action 

6. Click the Add a New Value tab. 

 

 

 
 

Step Action 

7. The Add a New Value tab displays. 

 

Click the Add button. 
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Step Action 

8. The Commitment Control Ledger Details Report page displays. 

 

Click the Look up Ledger Group (Alt+5) button. 
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Step Action 

9. Click the OPER_DTL link. 

 

10. Click the Refresh button to reveal all of the chartfields available for the report. 

 

 

 
 

Step Action 

11. Click the Include CF option in the Program Cost Account chartfield. 

 

12. Click the Include CF option in the Fund Code chartfield. 

 

13. Click the Include CF option in the Account chartfield. 

 

14. Click the Include CF option in the Program chartfield. 

 

15. Click the Include CF option in the Appropriation Number chartfield. 

 

16. Click the Include CF option in the Appropriation Year chartfield. 

 

17. Click the Include CF option in the Batch Agency field. 
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Step Action 

18. Click the Save button. 

 

19. Use the scrollbar to scroll to the top of the page. 

 

 
 

Step Action 

20. Click the Run button. 
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Step Action 

21. The Process Scheduler Request page displays. 

 

Click the OK button. 
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Step Action 

22. Click the Process Monitor link. 

 

 

 
 

Step Action 

23. The Process List displays. 

 

Click the Refresh button. 

 

Note: You will have to do this a few times to see the 'Run Status' change. 

 

24. Click the Details link once the Run Status is successful. 
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Step Action 

25. The Process Detail page displays. 

 

Click the View Log/Trace link. 
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Step Action 

26. The View Log/Trace page displays. 

 

Click the gls8510_xxxxx.PDF link. 

 

 

 
 

Step Action 

27. The Ledger Details Report displays in a new window. 

 

Use the scrollbar to scroll through the report. 

28. You have successfully completed the Running the Ledger Detail Report topic. 

 

You have learned how to: 

- Run the ledger detail report 

End of Procedure. 

7.4 Running the Activity Log Report 

In this topic, you will run the Commitment Control Activity Log Report. You will create a run 

control to execute the Commitment Control Activity Log Report. 

  

After completing this topic, you will be able to: 

 Create a run control for running the Commitment Control Activity Log Report 

 Generate and review Commitment Control Activity Log Report 
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Procedure 

 
In this topic, you will run the Commitment Control Activity Log Report. 

 

 

Step Action 

1. Begin by navigating to the Commitment Control Activity Log run control page. 

 

Click the Main Menu button. 

 

2. Click the Menu not sorted. Click to sort in ascending order. button. 

 

3. Click the Commitment Control menu. 

 

4. Click the Budget Reports menu. 

 

5. Click the Activity Log menu. 

 

 

 
 



Training Guide 

 
Commitment Control Reports 

 

 Page 28 

Step Action 

6. The Activity Log search page displays. 

 

Click the Add a New Value tab. 

 

 

 
 

Step Action 

7. The Add a New Value tab displays. 

 

Enter the desired information into the Run Control ID field. Enter 

"KK_Activity_Log". 

8. Click the Add button. 
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Step Action 

9. The Commitment Control Activity Log Report page displays. 

 

Click the Range option in the Commit Control Date Option field. 

 

10. Enter the desired information into the Date From field. Enter "6/10/2012" to see the 

range of one year, leaving the Date To field 'as is'. 

11. Click the Save button. 

 

12. Click the Run button. 
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Step Action 

13. The Process Scheduler Request page displays. 

 

Click the Server Name list. 

 

14. Click the PSNT list item. 

 

15. Click the Select option for Comm Cntrl Activity Log. 

 

16. Click the Select option for Comm Cntrl Activity Log Sum. 

 

17. Click the OK button. 

 

18. Click the Process Monitor link. 

 

 



 

Training Guide 
Commitment Control Reports 

 

 Page 31 

 
 

Step Action 

19. The Process List displays. 

 

Click the Refresh button. 

 

20. Click the Details link for which ever report you wish to view, once the Run Status 

has changed to Success. 
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Step Action 

21. The Process Detail page displays. 

 

Click the View Log/Trace link. 

 

 

 
 



 

Training Guide 
Commitment Control Reports 

 

 Page 33 

Step Action 

22. The View Log/Trace page displays. 

 

Click the GLC8571-_20927.PDF link. 

 

 

 
 

Step Action 

23. The Commitment Control Activity Log Summary Report displays in a new 

window. 
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Step Action 

24. Click the Close Tab button to return back to the View/Log Trace page. 
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Step Action 

25. Click the Return button. 

 

26. Click the OK button. 

 

 

 
 

Step Action 

27. The Process List displays once again. 

 

Click the Details link for the Activity Log Report to review the other report you 

generated. 
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Step Action 

28. The Process Detail page displays. 

 

Click the View Log/Trace link. 

 

29. The View Log/Trace page displays. 

 

Click the GLC8570-_20926.PDF link. 
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Step Action 

30. The Commitment Control Activity Log Report displays. 

 

Review the information on the page. 

31. Click the Close Tab button to return back to your report search page. 

 

32. You have successfully completed the Running the Activity Log Report topic. 

 

You have learned how to: 

- generate the activity log report and activity log summary report 

End of Procedure. 

7.5 Running the Budget Status Report 

In this topic, you will run the Budget Status Report. You will create a run control to execute the 

Budget Status Report.  

  

After completing this topic, you will be able to: 

 Create a run control for running the Budget Status Report  

 Generate and review the Budget Status Report 

Procedure 

 
In this topic, you will run the Budget Status report. 
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Step Action 

1. Navigate to the Budget Status run control page. 

 

Click the Main Menu button. 

 

2. Click the Menu not sorted. Click to sort in ascending order. button. 

 

3. Click the Commitment Control menu. 

 

4. Click the Budget Reports menu. 

 

5. Click the Budget Status menu. 

 

 

 
 

Step Action 

6. The Budget Status search page displays. 

 

Click the Add a New Value tab. 
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Step Action 

7. The Add a New Value tab displays. 

 

Enter the desired information into the Run Control ID field. Enter 

"BUDGET_STATUS". 

8. Click the Add button. 
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Step Action 

9. The Commitment Control Budget Status Report page displays. 

 

Click the Look up Unit button. 
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Step Action 

10. The Look Up Unit window displays. 

 

Click the MDJUD link. 

 

11. Click the Look up Ledger Group button. 

 

 

 
 

Step Action 

12. The Look Up Ledger Group window displays. 

 

Click the OPER_DTL link. 

 

13. Click the Refresh button. 
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Step Action 

14. Select the Include CF options for the following fields: 

 

- Batch Agency 

- Program Cost Account 

- Fund 

- Account 

- Program Code 

- Appropriation Number 

- Approp Year 

15. Click the Subtotal option for Program Cost Account. 

 

16. Scroll down to view the Save button. 

17. Click the Save button. 

 

18. Click the Run button. 
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Step Action 

19. The Process Scheduler Request page displays. 

 

Click the OK button. 

 

20. Click the Process Monitor link. 
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Step Action 

21. The Process List displays. 

 

Click the Refresh button. 
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Step Action 

22. Click the Details link once the Run Status reads Success. 

 

23. The Process Detail page displays. 

 

Click the View Log/Trace link. 

 

 

 
 

Step Action 

24. The View Log/Trace page displays. 

 

Click the gls8020_20936.PDF link. 
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Step Action 

25. The Budget Status Report displays in a new window. 

 

Review the information on the page.  
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Step Action 

26. Click the AVPageView object. 

 

27. Click the Close Tab (Ctrl+W) button. 

 

 

 
 

Step Action 

28. Click the Return button. 

 

29. You have successfully completed the Running the Budget Status Report topic. 

 

You have learned how to: 

- generate the budget status report. 

End of Procedure. 
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Course Summary 

Congratulations! 
  

You have successfully completed the REP300-KK Commitment Control Reports course. In this 

course, you have learned how to: 

 Generate and review Commitment Control Reports 

We hope that you found this class informative, interactive, and fun. Check out other GEARS 

training courses, available on the GEARS website at http://courtnet/gears/index.html 

(http://courtnet/gears/index.html). 

  

We are always looking for opportunities to improve our courses. If you have ideas on improving 

this course please share your feedback by sending us an email at gears@mdcourts.gov. 
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